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Name of Person Filing

File Number U

B Held an interest in or derived income or economic benefit with monetary value from a business (1) a
substantal part of which consists of buying from selling or feasing to or otherwise dealing with the business
of an employer whose employees your labor organization represents or is actively seeking fo represent or
{2) any part of which consists of buying from or selling or leasing directly or indirectly to or otherwise
dealing with your labor erganization or with a trust in which your labor organization is intere sted
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11 b Approximate dollar value of such dealing
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C Recelved from any employer (other than an employer covered under parts A and B above)
or from any labor relations consultant to an employer any payment of money or other thing of value

13 a~Name and address of Emiployer or Labor Relations Consultant
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14 b Amount of payment
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The Department of the Army -- Job Opportunity Announcement Page 1 of 1

Duties The praimary purpos¢ of this position i1s to perform duties in formulating
and executing the U S Army Cadet Command s opersting budget In addition the
incumbent performs manpower management for Battzlion/Brigade Civilian Personnel and
general administrative duties to facilitate the work of geographical region

support Consolidates budget estimates for projected annual operating expenses for
the Region into proper format for submission to higher echelon Checks the accuracy
of obligation documents and continually updates records of status of funds for the
specific Region s funds in support of the Senior and Junior ROTC accounts
Coordinates the timely submission of budget estimates by specific ROW Brigades
Battalions or JROTC High School Units and staff officials within Cadet Command
Reviews guidelines

Persuades managers to revi<e estimates which d¢ not conform to established
gulidelines Prepares all forms and documents recuired to transmit the Region s
annual budget regquest to higher echelon Consolidates budget estimates and
organizes budget data according to various categories based on the DA approved Cost
Model for ROTC Adjusts fiqures 1n budget accounts to reflect changes in the type
and amount of funding approved Determines the rercentage difference of amounts
requested by comparison against prior year expenditures and crosschecks the overall
accuracy of total estimates Provides information and guidance to managers and
staff officials on procedures forms and documentation required to support budget
estimates and requests Notifies managers of new or revised guidelines for the
preparation of estimates

Reviews documents such as purchase requests work orders Intra-service support
agreements Invitational Travel Orders and travel orders to assure agreement of
budgetary account codes and dollar amounts and compliance with regulations and
procedures Compares work orders travel orders purchase regquests and other
documents requiring the expenditure of funds to assure that funds are available
Adjusts account balances tc reflect expenditures within the automated database
Commitment Accounting System to include changes in allotments and other actions
which change the amount of funds available in accounts Prepares recurring and
special reports on specific areas of the budget These include but are not limited
to status of funds 1n the various accounts Performs management assistant duties
to personnel

Work requires a practical knowledge of the purposes methods and techniques of
budget analysis and the functions processes products and similar features of the
Budget Sections output matching personnel resources to dellar resources Monitors
the management of records/files in the Budget Section using MARKS Using knowledge
of records management regulations ensure material is filed properly labeled
properly and disposed of properly Conducts studies to advise on most efficient
ways of setting up and maintaining files Performs complete studies of clerical
operations or portions of studies of the two grade interval work to determine
manpower and dollar requirements and to justify these requirements to higher
authority Maintains financial documentation receives and distributes
documentation structure

Prepares recommended financial documents for submnission to authorizing authoraities
Studies administrative processes of the Budget Saction May perform a complete
study of clerical processes or portions of a stuly of substantive work of the
Budget Section or its components Make recommendations for improvements Uses a
variety of computer software to produce work products This includes word
processing spread sheet and data base programs

Qualification Requirements MINIMUM QUALIFICATIOVY REQUIREMENTS The following
summarizes the qualification standard for this pisition found in the operating
manual which 1s published by the Office of Persoanel Management You may review
this operating manual in i1ts entirety by visiting your local Civilian Personnel
Advisory Center {CPAC)

http //fort monroe army mil/cpac/JobAnnouncements/scar03183357 htm 05/05/2006



